
DEPARTMENT OF GENERAL SERVICES

RECORDS RETENTION AND DISPOSAL SCHEDULE

Agency
Hagerstown

Item No

1

2

3

4

Schedule No. Aj, r7')

Page 1 of 3

Division/Unit
Administration/Human Resources

Description

Grievance files
-contains but not limited to: grievance documents: first to third
steps, correspondence, appeals, handwritten notes

Misc personnel files
-contains but not limited to: notification of loss of insurance
coverage, election of continuation of coverage, COBRA
program, overtime policy, increases - hourly employees

Department files
-contains but not limited to: correspondence relating to
position budget and expense postings, annual risk assessments,
legislative requests, personnel selection forms, training
sessions, position openings

Seasonal employment
-contains but not limited to: change notifications, pay increase,
correspondence, employment applications, resumes,
withholding certification, direct deposit forms

Approved by Department, Agency or Division Representative

Date //' - / X-*^7

Signature /^^>?**v- <££***-«- n. ./^*-*<-*^«-*-t--- /

Type Name GeorgiAnn N. Breichner

Title City Clerk

Retention

Destroy material no further
Legal, Administrative, Fiscal or
Operational value.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for three (3) years after
termination of employment, then
destroy.

Schedule Authorized by State Archivist

IDEC 3 1999
Date

-



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Item No

5

6

7

8

9

10

11

Description

Life insurance: forms (blank), flexible spending accounts,
applications, spending account activity reports, change
request forms, employee enrollment forms, insurance change
request

Retirees
-contains but not limited to: medical insurance claim, change
of address, medical enrollment forms, correspondence, notice
of retirement, retirement application, application for disability
retirement, statement of disability, exit interview

Personnel files
-contains but not limited to: increase actions, performance
forms, worker's comp documents, withholdings statement,,
correspondence, change notifications, step increases

Training files: training programs offered to employees, tuition
agreements, interview training

Various computer generated reports
-contains but not limited to: personnel roster, personnel report
by department, list of active/terminated employees

EAP files (Employee Assistance Program)
-contains but not limited to: programs offered to employees,
usage reports, monthly statistical reports, correspondence, bid
documents

Employee safety program files
-contains but not limited to: manuals, emergency evacuation
plans, safety assessments, disability awards

Schedule No. /rf, "7J

Page 2 of 3

Retention

Retain until updated or
superseded, then destroy

Retain for five (5) years after
death of employees , then
destroy.

Retain for three (3) years after
termination of employment, then
destroy.

Retain for three (3) years after
termination of employment, then
destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Destroy material having no
further Legal, Administrative,
Fiscal or Operational value.



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item No

12

13

14

15

16

(CONTINUATION SHEET)

Description

Police/fire dept retirement plan: minutes of the police/fire
employees retirement plan committee meeting, notice of
meetings (newspaper), pension trust trial balance

Employee benefit enrollment: Includes medical files, invoices
for medical treatment and medical claim forms, enrollment
forms completed by employees for various health and dental
benefits, active and retired employees (file is maintained with
Employee Personnel files)

General files
-contains but not limited to: affirmative action, ADA, budget,
health agencies, CDL driverstest, dress standards, employee
assistance program, code of ethics, MOSH, performance
evaluations, union documents, EEO, FOIA, manuals

-

Worker's compensation files: paid invoices to W/C
administrators, first report of injury. File is now maintained on
theHRIS

City employee-drivers: MVA forms/reports, CDL driver
rosters, accident reports

Schedule No. Af, */V

Page 3 of 3

Retention

Permanent. Transfer
periodically to the Maryland
State Archives

Retain for length of employment
plus 30 years, then destroy

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain until termination, plus 3
years, then destroy.

Destroy material no further
Legal,.Administrative, Fiscal or
Operational value.



INSlRUC:iQNS - tYPE OR PRINt A SEPARA'E FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOUIE (OGS 5501)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT 0IVISION

7275 WATERLOO ROAO
PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENJORY

Page. O(

1. DEPARTMEHT/AGENCY 2. 0IV1SION

DEFINITION • Records Series • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms louncun Ihe Series Include ihe purpose or function ol the Scries!

j 4 ^ i

7. RECORD SERIES FORMAT(S)

.Kler S«e a Microfilm

a Legal Size 0 Computer "see

a E'.und Book a Floppy Disk

a Audio Tape a Video Tacs

a Cifcet (Specify)

RECORO SERIES SEQUENCE

Sipnaeelicai

G Numencal

o Chronological

• Geograohicai

• Clher (Specify 1 .

9. VOLUME

o Microfilm Reel tsi
o Compuler Tacs is:
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
o Microfilm Reel (s!
o Comculef Taoeis)
a Other (Specify)

Number

11. FILE IS USED

a Daily a Weekly

12. FILE BECOMES INACTIVE AFTER

• Monthly a Momh(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg Floor. Room)

$ foltei
(

C$1 tfotl-
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (ir yes. specify agency or office)

a Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S (eguialion(s)

<•: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate O Federal a Independent

17. IS All INDEX SYSTEM USED7 ijf yes. exciam oneily and
.•.•-.-..•:ee any haroare/software)

18. RECOMMENDED RETENTION

'•'• ' a s C Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

W93I



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEOUU (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECOROS MANAGEMENT (DIVISION

7275 WATESLOO ROAD

PO BOX 275 • JESSUP. MARYUNO 20794

AGENCY RECORDS INVENJORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed 2nd used is > unit for reference as well la retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/documents/forms louna in the Series Include tfie purpose or function of Ihe Scries!^

.

7. RECORO SERIES.FORMAT(S)

.Kler Size a Microfilm

O Le53l Size • Compulef "see

a E'.und 8ook a Floppy Disk

a AucSo Tape a Video Tacs

a Other (Specify)

8. RECORD SERIES SEQUENCE

O Numeiical

o Chronological

• Geograohical

a Clher (Specn'vj

9. VOLUME

• 0rawe;(s)

O Microfilm Reel is I

a Computer Tacs ;s)

D Clher (Specify)

Number

10. ANNUAL ACCUMULATION

D File Orawer (si

a Microfilm Res! (si

D Comculer Taoeis)

• Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly D Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes • No

15. ACCESS RESTRICTIONS (If yes. ale law(s) S reguialion(s)

i: res a Ho

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral o Independent

17. IS AM INDEX SYSTEM USED? {If yes. exc:am crisfly and

c- .vce any hardware/software)

18. RECOMMENDED RETENTION

;: 'as C Mo Use-
19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

550-J ' ^ s e d 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORK FOB PAfH NFW
REVISED RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOUU |0GS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROA0
PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS iNVE.NJdRY

Paoe Of

1. OEPARIMENT/AGENCY 2. DIVISION 3. UNIT

/ DEFINITION • Records Series • A group of related records normally riled and uaed is i unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informaliorVdocuments/forms found in Ihe Series Include Ihe purpose or function of the Series!

7. RECORD SERIES, FORMAT(S)

Kter Size a Microfilm

a Legal Size a Computer Tace

a E'.und 8ook D Floppy Disk

a Au<so Tape a Video Tace

a Other (SDecifv)

8. RECORO SERIES SEQUENCE

c Numerical

0 Chronologxal

a Geoqraohical

a Clher (Soec:ivi

9. VOLUME

/

FiieOrawer(sl
a Microfilm Reel tsi
o Computer Tace ,'s:
a Clher ISoec;!vl

Number ~ /—>i,
10. ANNUAL ACCUMULATION

a File Orawer ( j)
o Microfilm Reel (s)
O Comculer Taoeis)
O Olhpr (Sn?c:fyl

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes • No

15. ACCESS RESTRICTIONS (If yes. die law(s) 5 (Muialion(s)

i : Yes a No

16. AUDIT REQUIREMENTS

a None a Slate D Feaeral a Independent

17. IS Ail INDEX SYSTEM USED7 (If yes. exc:am Briefly and

c-.v:ce any haroare/software)
18. RECOMMENDED RETENTION

- 'as c Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM fOR EACH NEW
REVISEO BECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOUU (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATESLOO ROAO
PO BOX 275 . JE3SUP. MARYLAND 20794

AGENCY RECORDS iHVENJdRY

Page. Of

1. OEPARTMENT/ACENCY 2. DIVISION 3. UNIT

y/o.
EFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and dlspositjon purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of informalion/tjocuments/forms found in the Series Include ihe purpose or (unction of the Series!

7. RECORD SERIES FORMAT(S)

.Kler Size a Microi'ilm

a Legal Size • Computer Tace

Q S'-vind Book a Floppy Disk

a Audio Tape o ' Video Taps

o Other (Specify)

S. RECORO SERIES SEQUENCE

—B-Sipnaceticai

G Numerical

a Chronological

• Geoqraohicai

D Clher (Speciiy)

9. VOLUME
jrawe!(s)

O Microfilm Reel (si
a Computer race ;s:
a Other (Spec:!y)

Number

10. ANNUAL ACCUMULATION
a File Orawer (Jl
a Microfilm Reel (s!
o Computer Tapeis)
o Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

Q Weekly a Monthly o Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg, Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (K yes. specify agency or office

D Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 5 reauialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

Q None a Slate o Feaeral a Independent

17. IS AM INDEX SYSTEM USED7 |lf yes. axpiain Briefly and

o- .vce any haroware/soflware)

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

COS 5J0-1 =»vse<> 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEOUlE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT 0IVISION

7275 WATERLOO ROAD
PO BOX 275 - JE3SUP MARYUVNO 20794

AGENCY RECOROS INVENJdRY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used as a unit for reference as well i s retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe lypes of informalion/documems/forms found in Ihe Series Include the purpose or (unclion of Ihe Series)

7. RECORO SERI£S_£ORMAT(S|

.Kier Size a Microfilm

o Le^al Size o Compuler "ace

a Ecund 8ook a Floppy Disk

a AucSo Tape a Video Tace

a OtNsf (Specify)

8. RECORO SERIES SEQUENCE

G Numerical

a Chronological

a Geograohicai

D Clher (Soec!ivi

9. VOLUME
He 0rawer(5)

a Microfilm Reel IS I
o Compuler Tacs ;s:
• Glher (Spec:.'y)

Number QWr
10. ANNUAL ACCUMULATION

a File Orawer (s)
a Microlilm Ree! (s!
• Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

0 Weekly a Monthly D Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes D No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 3 reguiation(s)

i: res a No

16. AUDIT REQUIREMENTS

o None a Slate o Federal a Independent

17. IS AM INDEX SYSTEM USED7 |lf yes. exciam oneily and

c-.-..rce 3ny hardware/software)
18. RECOMMENDED RETENTION

C . Mo
/

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

1/931



INSTBUC:iQNS - TYPE OR PRINT A SEPARATE FORM fOR EACH NEW
REVISEO RECORD SERIES FORWARO WITH RECOROS RETENTION
SCMEOUIE |DGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECORDS MANAGEMENT OIVJSION

7275 WATERLOO ROAO

PO BOX 275 - JESSUP. MARYLANO 20/94

AGENCY RECOROS INVENJO'RY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and uied as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly descrite the lypes of informalion/documents/lorms lound in me Series Include She purpose or function of Ihe Scries!

7. RECORO SERIES FORMAT(S)

a^ twer Size o Micrcnlm

a Legal Size a Computer "ace

a e'.'jnd 8ook a Floppy Disk

a Audio Tape a Video Tacs

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Numerical

Q Chronological

• Geograohicai

D Clher (Soeciivi ••

9. VOLUME

He Orawer(s)

a Microfilm Reel isi

D Compuier face ;s:

a Clner (Spec:.'y)

Number

10. ANNUAL ACCUMULATION

• File Orawer (si

a Microfilm Res! (s!

o Compuier Tapeis)

o Other (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

O Weekly a Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION!.?) (FJIdg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

• Yes D No

15. ACCESS RESTRICTIONS (If yes. cite law(s) I reguialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate • Feaeral o Independent

17. IS AH INOEX SYSTEM USED? (If yes. expiam oneily and

>:--.v:ce any haroare/software)

18. fifcCOMMENOED RETENTION

•' ' es c Mo

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

COS Sit' 3 vsed 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOUIE (GGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO BOX J75 • JESSUP. MARYLANO 20794

AGENCY RECOROS INVENJdRY

Page. Of

3. UNIT

DEFINITION • Records Series • A group of related records normally filed and ujed is a unit for reference as well aa retention and disposition purposes.

4. RECORD SERIES TITLE

M^/^-Z,

5. EARLIEST YEAR / LATETEST YEAR

&JjspgadSstS'tt^
6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informalian/documents/forms found in Ihe Series Include me purpose or function ol the Series!

X^VlS^^O^ /dtesY^
8. RECORD SERIES SEQUENCE7. RECORD SERIEJS FORMAT(S)

.Kler Size o Micrcnlm

0 Le^al Size a Compuier "ace

a Bwnd Book a Floppy Disk

a Audio Tape a Video Tacs

a Cthsf (Specify) __:

G Numerical

a Chronologxal

• Geograohicsi

• Clher (Soeciivi

10. ANNUAL ACCUMULATION
a File (Drawer (s)
a Microfilm Reel (s!
a Computer Taoe(s)
o Other (Specify)

Number

11. FILE IS USED

c Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) / 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. ale law(s) 5 (eguation(s)

i: res n No

16. AUDIT REQUIREMENTS

D None a Stale o Feaeral • Independent

17. IS AH INDEX SYSTEM USED7 | l ' yes. exciam onerly and

c-.v:ce any hardware/software)

18. RECOMMENDED RETENTION

'as C Mo

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

1/931





INSTRUCTIONS - TYPE OR PRINT A~SEPARAT£ FORM FOR EACH NEW
REVISED 9ECOR0 SERIES FORWARD WITH RECOROS RETENTION
SCHEOUU IOCS 550-1|

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO SOX 275 • JE3SUP. MARYLANO 2079<

AGENCY RECORDS INVENTORY

Page.

1. OEPARIMEHT/AGENCY 2. DIVISION 3. UNIT

* DEFINITION • Records Series • A group of related records normally filed and used as a unit for reference as well i t retention and disposition purposes.

4. RECORD SERIES TITLE

/>^s
5. EARLIEST YEAR / LATETEST YEAR

roj

6. RECORD SERIES DESCRIPTION ( Bnelly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include Ihe purpose or function of the Scries!

y

7. RECORO S£gJeS*FORMAT(S)

•oLKIer Size a Micrciilm

• Legal Size o Compuler "acs

a Ecund Book a Floppy Disk

a Aucio Tape a Video Tace

o Oitvsf (Specify)

8. RECORO SERIES SEGU

G Numerical

a Chronolog:c3l

• Geograohic2i

a Clher (Speoivi

9, VOLUME

*File Orawer(sl

a Microfilm Reel (si

n Computer Tacs ,'s:

o Ctner (Specify)

Number

10. ANNUAL ACCUMULATION

Q File Drawer (si

O Microfilm Reel (si

a Computer Taoeis)

o Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

0 Weekly a Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. ale law(s) S reguiation(s)

i: Yes • No

16. AUDIT REQUIREMENTS

a None a Slate Q Federal a Independent

17. IS AM INDEX SYSTEM USED7 |lf yes. exesam Briefly and

>:••-.-.-re any harware/soflware)

18. RECOMMENDED RETENTION

:" '2S C Mo

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

t/93)



INSTRUCTIONS - TYPE On PRINT A SEPARATE FORM fOR EACH NEW
REVISED CECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUIE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275 • JE5SUP. MARYLANO 20794

AGENCY RECOROS iNVENJtiRY

Page ,

1. OEPARTMEHT/AGENCY 2. DIVISIO 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and dlspositjon purposes.

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documems/forms found in Ihe Series Include ihe purpose orfunclicn of Ihe Series!s/forms found in Ihe Series Include ihe purpose orfunclicn of Ihe Series!

7. RECORD SERIES FORMAT(S)

a l~ler Size a Micrciilm

a lt$al Size o Computer Tace

a B'.und Book a Floppy Disk

a AixSo Tape a Video Taps

RECORD SERIES SEQUENCE

a Alpnaceticai

G Numencal

a Chronological

0 Geograohicsi

• (Spec:ivi .

9. VOLUME
a File Orawef(sl
a Microfilm Reel (si
n Compute/ Tacs ;

Number

10. ANNUAL ACCUMULATION
a File Orawer (:)
• Microfilm Reel (s!
o Compuler Taoeis)
a Older (Specify!

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Monih(s) O Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.-Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 recuialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

• None a Slate a Federal a Independent

17. IS All INOEX SYSTEM USED7 (If yes. exp:am cneily and

c-.-.::ce any haraware/so/lware)
18. RECOMMENDED RETENTION

'es G MO Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME ANO TITLE OF PREPARER

fJS iJO-l =vsed 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOUIE |0GS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECORDS MANAGEMENT (DIVISION

7275 WATERLOO ROAO

PO BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECORDS INVENJORY

Page . Of

1. OEPARTMEMT/AGENCY 2. DIVISI 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and uied as a unit for reference as well as retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

-y '—*—-p>
6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypesol informalion/documenis/forms lound in the Series Include ihe purpose or function of the Seaes!

!f5Sr

7. REC0R0S5WES FORMAT(S)

rier Size a Microfilm

Q Legal Size a Compuier Tace

D B'.und Book a Floppy Disk

a Aucio Tape a Video Tacs

a Other (Specify)

RECORD SERIES^EQfltNCE

Q^Alpnacelicai

G Numerical

Q Chronological

a Geograohicai

a Clher (Soeoivi

9. VOLUME

ile Orawer(sl

D Microfilm Reel isi

D Ccmpuler Tacs ;;:

o Clher (Spec:!y)

Number

10. ANNUAL ACCUMULATION

a File Orawer (s|

a Microfilm Reel (si

a Compuier Taoe(s)

a Other (Specify!

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly 3 Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATIONS) (8ldg.. Floor. Room)

Of Tf h?/ jL
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes O No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiation(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate o Feaeral o Independent

17. IS AM INDEX SYSTEM USED7 {II yes. sxciam orisfly and

i:--.v:ce any haraware/software)

18. RECOMMENDED RETENTION

c Mo

19. NAU£ ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO BECORO SERIES FORWARO WITH RECORDS RETENTION
SCHEOUIE (OGS 550-l|

DEPARTMENT OF G E N E R A L S E R V I C E S

RECOROS MANAGEMENT OIVISION

7275 WATERLOO ROAO

POBOX 275 - JESSUP. MARYLANO 2079<

AGENCY RECORDS INVENJdRY

Page , Of

1. DEPARTMENT/AGENCY 2. OIVISION 3. UNIT

^ DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE Smp/p^<^e

v^l&\

5. EARLIEST YEAR / LATETEST YEAR

J
6. RECORD SERIES DESCRIPTION ( Briefly descnte Ihe lypes of information/documents/forms founa in Ihe Series Include ihe purpose or function of the Series!

RECORD SERIESSECilEMCE

a**AlpnaceliC3i

c Numerical

o Chronological

G Geoqraohicai

a Clher (Specn'vj

9. VOLUME

R e Orawer(s)

a Microfilm Reel (Si

a Computer Tacs (s:

o Clher (Spec;!y)

Number

10. ANNUAL ACCUMULATION

G File Orawer (s)

D Microfilm Reel (s!

o Computer Taoeis)

G Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly G Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

O Yes . D No

15. ACCESS RESTRICTIONS (If yes. cite lawisl S rMuiation(s)

i: Yes • No

16. AUDIT REQUIREMENTS

a None a Slate o Federal o Independent

17. IS AM INDEX SYSTEM USED? (II yes. exp;am cneily and

>:--.-.::ce any hardware/software)

18. RECOMMENDED RETENTION

:- 'as C Mo
t?r~

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

f.S 550-1 =*!$«! 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUU (OGS 550-l|

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO

PO BOX 275 • JE5SUP MARYLANO 20794

AGENCY RECOROS INVENJORY

Page . Of

1. DEPARTMEHT/AGENCY 2. 0IV1SION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used is a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO (

6. RECORO SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/formi found in. Ihe Series Include She purpose/or funclion of Ihe Series!

7. RECORO SERIES FORMAT(S)

o^Cwer Size a Micrci'ilm

a legal Size • Compuler Tacs

a Bound Book a Floppy Disk

a Aujo Tape o Video Tace

a OtNsf (Specify)

RECORD SERIES SEQUENCE

s**£Ipnaeelic3i

c Numerical

a Chronological

a Geograohicai

a Clher (Specn'vi

9. VOLUME

i Orawer(s)

a Microfilm Reel isi

a Compuler Tacs ;s:

a Oifier (Specify)

10. ANNUAL ACCUMULATION

• File Orawer (t\

a Microfilm Reel (s!

o Comculer Taoels)

a Olher (Spec:ly)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Momh(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORO SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

O Yes • No

15. ACCESS RESTRICTIONS (If yes. die law(s) S reguialion(s)

i: Yes 3 No

16. AUDIT REQUIREMENTS

a None a Stale o Federal a Independent

17. IS AM INDEX SYSTEM USED7 |lf yes. «xc:am cne/ly and

c-.v:ce any hardware/software)

18. RECOMMENDED RETENTION

C Mo

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

'iS fiO-J =vsea 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM fOR EACH NEW
REVISEO PECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT 0IVISION

7275 WATERLOO ROAO

PO BOX 275 - JE3SUP MARYLANO 20794

AGENCY RECORDS IHVENJdRY

Page , Of

1. DEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORO SERIES TITLE f=^-~ J&f, j£) A&CS&J'Z? 0 ^ 5 ^ ^ 4 / g ^ V ^ ^ - V 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihelyj^s of informalion/documems/forms found in Ihe Seney Include ;ne nuipose or function of ihe Scries!

7. RECORO^ERIES FORMAT(S|

L«ler

a Legal Size

a ewind 8ook

• Audio Tape

o Otrief (Specify)

a Microfilm

a .Computer Tsce

a Floppy Disk

a Video Tape

RECORD se&IES SEQUENCE

t j Alpnacehcai

G Numerical

O Chronological

a Geogiaohic3i

a Clher {Soecn'vi

9. VOLUME
(sifl»"rteOiawef

a Microfilm Reel (si
a Computer Tacs ;s:
D Ciner (Specify)

Number

10. ANNUAL ACCUMULATION

a File Orawer («|

D Microfilm Reel (s!

D Computer Taoe(s)

• Other (Specify!

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

Q Weekly • Monthly D Month(s) 0 Year(s)

Number

13. CURRENT LOCATION(S) (Bldg. Floor. Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office

D Yes Q No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None o Slate a Feaerai a Independent

17. IS Ail INDEX SYSTEM USED7 (If yes. explain cneily ana

o-.v:ce any haroware/soflware)

18. RECOMMENDED RETENTION

:: 'es C Mo

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

CIS SH-« ^vsed 1/931



INStRUC:iQNS - TYPE OR PRINT A SEPARATE FORM fOR EACH NEW
REVtSEO RECORO SERIES FORWARD WITH RECORDS RETENTION
SCHEOUU (CGS 550-l|

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT (DIVISION

7275 WATERLOO ROAD
PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENJdRY

Page. Of

1. DEPARTMENT/AGENCY 2. 0IV1SIO 3. UNIT

DEFINITION - Records Series • A group of related records normally filed and used is i unit for reference is well la retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

T O .

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms found in the.Series . Induce Ihe purpose or function of Ihe Sines)

7. RECORO SERIES FORMAT(S)

.Kler Size O Micrciilm

a Legal Size a Computer "ace

a ewnd Book a Floppy Disk

a AutSo Tape a Video Taps

a Other (Specify)

8. RECORO SERIES SEQUENCE

c: Numerical

o Chronologxal

a Geograohicai

a Other (Soeen'vi

9. VOLUME
Drawer(sl

o Microfilm Reel (si
o Computer Tace ;s:
o Other (Spec:!y)

Number

10. ANNUAL ACCUMULATION
a File Orawer (si
a Microfilm Reel (s!
D Computer Taoeis)
• Other (Spec:fy)

Number

11. FILE IS USED

0 Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice

a Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(s) 5 reguialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate • Feoeral a Independent

17. IS AM INOEX SYSTEM USED7 (If yes. exc;ain criefly and

c-.v:ce any harc^areysoflware)
18. RECOMMENDED RETENTION

C Mo

19. NAME AND TITLE OF PREPARES 20. TELEPHONE NUMBER 21. DATE

1/931
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEDUIE {OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROA0

PO BOX 275 - JE3SUP MARY UNO 20794

AGENCY RECORDS iNVENJdRY

Page . Of

1. DEPARTMENT/AGENCY 2. 0IV1SIO 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and uted as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include ihe purpose or function of Ihe Series

fjf/J*

RMAT(S) 8. RECORD SERIES SEQUENCE

D AlpnaCelicai

3*"NumeriC3l

a Chronological

a Geograohicai

o Clher (Soecn'vi

9. VOLUME

R e Orawer(s)

o Microfilm Reel ist

a Computer Tacs ;s:

o Clher (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (si
a Microfilm Ree! (s!
a Computer Taoeis)
• Older (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly a Monthly D Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

sriy/fatf-
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes . D No

15. ACCESS RESTRICTIONS (If yes. ale law(s) S reguialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

D None a Stale o Federal a Independeni

17. IS AH INDEX SYSTEM USED7 \\\ yes. exciain Briefly ana

i:-.v:ce any haroware/soflware)

18. RECOMMENDED RETENTION

C Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

C'.S JJO-i =vsed 1/93)



INSTRUCTIONS - TYPE Of! PRINT A SEPARATE FORM FOR EACH NEW
REVISEO "ECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUU (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

' 7275 WATERLOO ROA0
PO BOX 275 • JE5SUP. MARYLAND 207S4

AGENCY RECORDS INVENJORY

Page ,

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used as a unit for reference as wall as retention and disposition purposes.

4. RECORD SERIES TITLE Ct-fy 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Brielly descrite Ihe lypes of information/documems/lorms found in Ihe Series Include Ihe purpose or lunclion of the Series!

7. RECORO S|BWS FORMAT(S)

•ef'lKler Size a Micrciilm

a Le^al Size a Compuier Tscs

a Bound Book a Floppy Disk

• Audio Tape a Video Taps

Q Cttier (Specify)

8. RECORD SERIES SECJJENCE

B^lpnacelicai

G Numerical

a Chronological

• Geographical

o Clher (Soeetvi

9. VOLUME
File Orawer(s)

a Microfilm Reel isi
D Compuier Tace ;s:
a Clher (Spec;!1/)

Number

10. ANNUAL ACCUMULATION
a File Orawer (<|
a Microfilm Ree! (st
a Computer Taoeis)
D Other (Specify!

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LQCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguiation(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate o Feaeral • Independent

17. IS AH INDEX SYSTEM USED7 [If yes. explain cris/ly ana

i>*.vte any harcvare/soflware)
18. RECOMMENDED RETENTION

c Mo

fvr

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

1/931


